
California Department of Education 
CD-3701 (Revised 09/01) 
 

 PERSONNEL ROSTER 
Complete all sections of this form for staff who currently serve in the following capacities: program director, site supervisor, master teacher, teacher, associate teacher, assistant, and  
aide.  You may use a separate sheet of paper to include explanations or comments when additional space is required. 

Agency 
 
 

Program type(s) served at this site: 

 

Site Name (Use a separate sheet for each site.) 
                                            

Number of 
Subsidized  
Classrooms  

Site address, City, State, Zip Code 

(A) (B) 

Classroom  
 
 
 
Rm Age 
 # Group 

 
Number 
of 
Children 

(C) 
 
 
 
 
 

 
Staff Name 

      (D) 
 
 
         
 
 
      

Title 

(E) 
Permit or Credential type 

Identification 
 
 
 
                                   
Type          Number           Expires  
    (MM/YY) 

(F) 
Completed 

ECE/CD Units  

 
 
 
 
ECE/CD   Administration / 
 Supervision 

(G) 
 
 
 
 

Program 
Type 

(H) 
 
 
 
 
 

Comments  

    Program Director                 

    Site Supervisor        
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 SAMPLE PERSONEL ROSTER 
Complete all sections of this form for staff who currently serve in the following capacities: program director, site supervisor, master teacher, teacher, associate teacher, assistant, and  
aide.  See page 6 of this application package for additional instructions.  You may use a separate sheet of paper to include explanations or comments when additional space is required. 
Agency 
 CDE CONTRACTOR, INC. 
 

Program type(s) served at this site: 
GCTR, FCTR, AND GLTK 

Site Name (Use a separate sheet for each site.) 
WASHINGTON CENTER 
 
 

Number of 
Subsidized      4 
Classrooms  

Site address, City, State, Zip Code 
123 SITE STREET 

(A) 
Classroom 

 
 

Rm     Age 
#      Group 

(B) 
 

# of 
children 

(C) 
 

Staff Name 

(D) 
 
 
 
 

Title 

(E) 
Permit or Credential type 

Identification number 
 
                           Expires 
Type  Number      (MM/YY)  

(F) 
Completed  

ECE/CD units                                                 
 
 Administration 
   ECE/ CD Supervision 

(G) 
 
 
 

Program 
Type 

(H) 
 
 
 
 

Comments 

   DIANA GOMEZ Program Director A 135792468 6/04     

   KATHY SINGH Site Supervisor B 246813579 9/04     

11 I 9 OLIVIA GARZA TEACHER P 123456789 3/05   GCTR  

11 I 9 JANE MURRAY AIDE -- -- --   GCTR  

11 I 9 WAYNE DAWSON AIDE -- -- --   GCTR  

13 T 8 CARLA SIMMS ASSOCIATE 
TEACHER Q 112233445 12/03   FCTR  

13 T 8 JOSE AVILA ASSISTANT U 224466889 1/02   FCTR  

13 T 8 TRACY JACKSON ASSISTANT U 987654321 3/02   FCTR  

14 P 24 VIVIAN MARTIN MASTER TEACHER O 333222111 5/02   GCTR/ 
FCTR 

 

14 P 24 SCOTT YEE AIDE -- -- --   GCTR/ 
FCTR 

 

14 P 24 BECKY THOMPSON AIDE -- -- --   GCTR/ 
FCTR 

 

16 S 28 PAULA FRANKLIN TEACHER -- -- -- 24  GLTK  

 
16 
 

S 28 BRIAN FURAKAWA TEACHER -- -- -- 12  GLTK  
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PERSONNEL ROSTER INSTRUCTIONS 
Center-based Programs 

Family Child Care Home NetworksComplete only Program Director information 
 

 
AgencyComplete with the legal name of agency 
 
Program type(s) served at this siteComplete with applicable program type code(s). 
(If more than one program type is represented at a single site, list all types, such as "GCTR and 
FCTR.") 
 
Site NameComplete with facility name. 
 
Number of Subsidized ClassroomsComplete as appropriate. 
 
Site address, City, State, Zip CodeComplete as appropriate. 
For the site listed on this page, list the following information by classroom  (i.e. program director, site 
supervisor, all instructional staff in classroom #1, starting with the teacher and followed by assistants 
or aides, followed by all instructional staff in classroom #2, etc.): 
 
Column A:  
Rm#  Classroom number or the room/area designation. 
 
Age Group Indicate the age group served in the classroom or area designation. 

Use the following codes: 
  I - Infant (birth to18 months)  
  T - Toddler (18+ up to 36 months) 
  P - Preschool (36+ up to K) 
  S - School Age (K and above) 
 

(Use a "/" to indicate mixed age groups--a classroom serving infants and toddlers would 
be designated as I/T.) 

 
Column B:  
Number of children: Indicate the maximum number of children in this classroom at any one time. 
 

(If mixed age groups were indicated in Column A, use a "/" again to separate the 
number of children of one age group from the other age group--a classroom serving 3 
infants and 4 toddlers would be designated as 3/4.) 

 
Column C:  
Staff Name List the names of the program director and the site supervisor of this site. (Include 

applicable classroom numbers if these staff also have instructional responsibilities.) 
 

List the names of instructional staff--master teachers, teachers, associate teachers, 
assistants and aides. 
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PERSONNEL ROSTER INSTRUCTIONS 
Center-based Programs 

Family Child Care Home NetworksComplete only Program Director information 
 
Column D: 
Title  Indicate the title for each individual in Column C. 
   

Do not use agency job titles, use only the following titles: 
Program Director 

  Site Supervisor 
  Master Teacher 
  Teacher 
  Associate Teacher 
  Assistant 
  Aide 
 
Column E: Permit or Credential type 

Document number 
Type Indicate how the individual named in Column C qualifies for the position held by the use 

of the following codes (If none of the codes apply, leave column blank):  
 
A - Child Development Program Director Permit 
B - Children's Center Supervision Permit 
C - Administrative Services Credential 
D - A current credential issued by the Commission on Teacher Credentialing (CTC) authorizing 

teaching service in an elementary school or a single subject credential in home economics, 
and six units in administration/supervision of Early Childhood Education/Child Development 
(ECE/CD), (not required for a person who was employed as a program director prior to 
January 1, 1993 in a child care and development program receiving funding by the CDD) and 
12 units of ECE/CD or at least two years experience in an ECE/CD program). 

E - Severely Handicapped (GHAN) Program requirements pursuant to California Education 
Code, Section 8360.3.  

F - School Age Community Child Care Services (GLTK) Program requirements pursuant to 
California Code of Regulations, Title 5, Sections 18203, 18205, 18206. 

G - Temporary County Certificate authorizing service as a Program Director issued by the 
County Office of Education. 

H - A current waiver authorizing service as a Program Director issued by the CDD/CDE  
I - Child Development Site Supervisor Permit 
J - Temporary County certificate authorizing service as a Site Supervisor issued by the 

County Office of Education . 
K - A current waiver authorizing service as a Site Supervisor issued by the CDD/CDE . 
L - Regular Children's Center Instructional Permit 
M - Limited Children's Center Instructional Permit 
N -  Emergency Children's Center Instructional Permit 
O - Child Development Master Permit 
P - Child Development Permit 
Q - Child Development Associate Teacher Permit 
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PERSONNEL ROSTER INSTRUCTIONS 
Center-based Programs 

Family Child Care Home NetworksComplete only Program Director information 
 
R - A current credential issued by the Commission on Teacher Credentialing authorizing 

teaching service in elementary school or a single subject credential in home economics, and 
12 units in ECE and/or CD or two years experience in early childhood education or a child care 
and development program. 

 
S - Temporary County Certificate authorizing service as a Child Development Teacher 

issued by the County Office of Education. 
 
T - Temporary County Certificate authorizing service as a Child Development Associate 

Teacher Number issued by the County Office of Education. 
U - Child Development Assistant Permit 
 
Number Indicate the permit or credential document number, if a permit or credential type was 

indicated.  This is normally not the social security number. 
Expires 
(MM/YY) Indicate the expiration date of the permit or credential. 
 
Column F: Completed ECE/CD units  
ECE/CD Enter the number of ECE/CD semester units successfully completed by the individual if 

qualifications are not fully met by permit or credential indicated in Column E. 
 

For GHAN programs, complete with the number of semester units successfully  
completed by the individual pursuant to Education Code Section 8360.3. 
 
For GLTK programs, complete with the number of semester units successfully 
completed by the individual pursuant to California Code of Regulations, Title 5,  
Sections 18203, 18205, or 18206. 

 
Administration 
Supervision Complete with the number of Administration/Supervision of ECE/CD programs units 

successfully completed by the individual, if qualifications are not fully met by permit or 
credential indicated in Column E. 

 
Column G: 
Program type  Complete with applicable program type code(s) for this classroom. 
 

(If more than one program type is represented in a single classroom, use a "/" to 
separate the program--a classroom with GCTR and FCTR funding would be designated 
as GCTR/FCTR.) 

 
Column H: 
Comments Complete with additional information, such as a description of how GHAN or GLTK 

requirements are met, expiration dates of current waivers and temporary county 
certificates. 

 
 Attach a separate sheet of paper if additional space is required. 


